
REC

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page 1 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION

Item
No.
1.

2.

3.

4.

Description

General Correspondence

Original incoming letters, copies of outgoing letters,
memoranda, studies, reports, directives, policies and other
materials related to Town administration.

Personnel Files

Personnel records for employees. Includes: medical records,
injury reports, disciplinary actions, commendations,
promotions, awards, leave records, etc.

Minutes of Town Council Meetings

Minutes of Appointed Committees

Schedule Approved by Department, Agency,
or Division Representative.
Date Ost'V-b ,2-Q0C

Signature

Typed Name

Title

> Thomas W. Carter

Clerk-Treasurer

Retention

Screen annually and destroy
the material that is no longer
needed for current business.
Retain permanently any
material that serves to
document the origin,
development and
accomplishments of the
office. Transfer periodically
to the Maryland State
Archives.
Retain for three years after
termination date, then
destroy.

Permanent. Transfer
periodically to State
Archives.

Retain for three years, then
destroy unless of historical
value. Retain historical
information permanently and
transfer periodically to State
Archives.

Schedule Authorized by State Archivist

Date «Q3> /V? f\ &~~l

Signature ^ - ; & * * r * r t * t *

DGS 550-1



REC

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
M-225

Page 2 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION

Item
No.
5.

6.

7.

8.

9.

10.

11.

Description

Deeds/Agreements

Deeds of property and agreements between the Town and
individuals/entities.

Annexations

Annexation Petitions with supporting and background
documents.
Deannexations

Deannexation Petitions with supporting and background
rinrnments
Legislation

Charter, charter amendments, ordinances, and resolutions
adopted by the Council with supporting and background
documents, if any.

Town Code and Amendments

The Code, with amendments, contains the current local laws
of the Town.
Legal Opinions and Litigation.

Written opinions rendered by the Town Attorney at the
request of the Mayor and litigation cases involving the Town.

Town Publications

Town Journal, handbook, directories and various notices to
the press and general public regarding current events.

Retention

Permanent. Transfer
periodically to the State
Archives.

Permanent. Transfer
periodically to the State
Archives.

Permanent. Transfer
periodically to the State
Archives.

Permanent. Transfer
periodically to the State
Archives.

Permanent. Transfer
periodically to the State
Archives.

Permanent. Transfer
periodically to the State
Archives.

Screen annually and
destroy the material that is
no longer needed for
historical purposes. Retain
historical information
permanently and transfer
periodically to State
Archives.

DGS 550-1A



REC

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. M-225

Page 3 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION

Item
No.
12.

13.

14.

15.

Description

Building Permits/
Plans for residents and Town facilities.

Requests for Quotations/
Invitations to Bid

This series contains the bid specifications, drawings,
advertisement and other associated documents.

Insurance (Property, Vehicle and Health)

Documentation and correspondence relating to insurance for
property, vehicle and health coverage.

Insurance (Workers' Compensation)

Workers' Compensation Claims: contains incident reports,
correspondence, medical reports, invoices and medical
authorization forms.

Retention

Permanent. Transfer
periodically to the State
Archives.

Retain in office for five
years after contract
completion or until audit
requirements have been
met, then destroy.

Screen annually and
destroy material having no
further legal,
administrative, fiscal or
operational value.

Retain until termination
plus three years, then
destroy.



structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

UbKAKlMfcN i Ob UfcNfcKAL 5fcKVlU±5
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE / OF / $

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

General Correspondence
5. Earliest Year/Latest Year

/ 906 to ^ooU

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives, policies and othe
materials related to Town Administration.

Record Series Format(s)

[£| Letter Size [~| Microfilm

Q Legal Size Q Computer Tape

Q Bound Book Q Floppy Disk

Q Audio Tape Q Video Tape

• Other (specify)

8. Record Series Sequence

^^Alphabetical

Q Numerical

Q Chronological

f j Geographical

• Other (specify)

9. Volume

Number

File Drawer(s) [*^

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

Number {f£*

File Drawer(s) \y^

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

0DaDaily • Weekly Qvionthly

12. File Becomes Inactive After

/ Month(s) fflYtear(s)
Number

i. Current Location(s) (Bldg., Floor, Room)

'ffvty / / * / /

14. Is Record Series Duplicated Elsewhere? [~JYes [jffio
(If yes, specify agency or office)

5. Access Restrictions Q Y e s [^No
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
[jgNone Q State QFederal ["Independent

7. Is an fiidex System Used?'(If yes;;explain brfefly and describe any
irdware/software.) t~T?e& " ' ^ r t l^ *

18. Recommended Retention

Screen annually and destroy the material that is no longe
needed for current business. Retain permanently any
material that serves to document the origin, developmen
and accomplishments of the office. Transfer periodically
to the Maryland State Archives.

). NamrandTrtle,of.Preparer "* i

Thomas W. Carter, Clerk-Treasurer
20. Telephone number

301-657-3211
21. Date

06fcU<^ £ 6 , ie>oQ>
DGS 550-4 (Rev.1/93)



sanctions - Type or Print a separate form for
ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency
Town of Somerset

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division
Administration

AGENCY RECORDS INVENTORY

PAGEJ2_OF / - >

3. Unit

EFINITION - RECORD SERIES - Agroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Personnel Files
5. Earliest Year/Latest Year

/f/5to AOQb
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Personnel Files

Personnel records for employees. Includes: medical records, injury reports, disciplinary actions,
commendations, promotions, awards, leave records, etc.

Record Series Format(s)

[^Letter Size Q Microfilm

Q Legal Size Q Computer Tape

• Bound Book f j Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

fviAlphabetical

Q Numerical

Q Chronological

Q Geographical

• Other (specify)

9. Volume

Number

File Drawer(s) \>S

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

Number

File Drawer(s) [«

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily 0Wfeekly f~)Monthly

12. File Becomes Inactive After

.5 • Month(s) fear(s)
Number

5. Current Location(s) (Bldg., Floor, Room)

7doorv Mall

14. Is Record Series Duplicated Elsewhere? [~|Yes [TjNc
(If yes, specify agency or office)

5. Access Restrictions QYes Q ^ o
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
|\^Jone Q State ^Federal ["Independent

h Is an'Jndex System Used? (If yes, explain; briefly and describe any
irdware/software.), / • [T]Yes,-i t/f^N4

18. Recommended Retention
Retain for three years after termination date, then
destroy.

). Name and Title of Preparer \

Thomks W. Carter, rGlerk^Trealurel
20. Telephone number

301-657-3211
21. Date



stractions - Type or Print a separate form for
ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE * J ? O F /*5

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Minutes of Town Council Meetings
5. Earliest Year/Latest Year

/?fl£to 2Q0<r

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Minutes of Town Council Meetings, Agendas [Open and Closed Meetings].

Record Series Format(s)

fj] Microfilm

f j Computer Tape

Q^Letter Size

0^LegaI Size

0 B o u n d Book Q Floppy Disk

• Audio Tape f_] Video Tape

• Other (specify)

8. Record Series Sequence

fj] Alphabetical

f j Numerical

[^Chronological

[~] Geographical

• Other (specify)

9. Volume

Number

10. Annual
Accumulation

• / / • C A . ^ '
Number

File Drawer(s) [ v /

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

File Drawer(s) & /

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

QDaily fJWeekly Qvlonthly

12. File Becomes Inactive After

• Month(s) SYear(s)
Number

?. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? fjYe
(If yes, specify agency or office)

5. Access Restrictions | |Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

(3™>ne | | State [^Federal | Independent

1. Is an Index System Used?' (If yes, explainjuiefly and describe any
irdware/s\)ftware.) •.... QYe's |"X}Ko ?

18. Recommended Retention

Permanent. Transfer periodically to State Archives.

) . Name arid Title of Preparer . •-• - ' ' - v

Thomas ̂ W; Carter, Clerk-Treasufer'
20. Telephone number

301-657-3211
21. Date



structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DfcFAK 1 MbN 1 Ut (JKIMtKAL StiKVlUbSS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE /T OF _ /£T~
3. Unit

EFINITION - RECORD SERIES - A group of related records normallyfiled and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Minutes of Appointed Committees
5. Earliest Year/Latest Year

:/iir*> wop,
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Minutes of Appointed Committees

Record Series Format(s)

0^Letter Size f j Microfilm

FJ] Legal Size f j Computer Tape

Q Bound Book Q Floppy Disk

f j Audio Tape Q Video Tape

[ I Other (specify)

8. Record Series Sequence

fjj| Alphabetical

Q] Numerical

[y^'Chronological

[ ] Geographical

f j Other (specify)

9. Volume

Number

10. Annual
Accumulation

Number

File Drawer(s) \S

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

File Drawer(s) \*/

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

n Daily • Weekly [onthly

12. File Becomes Inactive After

J- • Month(s) fear(s)
Number

S. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? QVes
(If yes, specify agency or office)

5. Access Restrictions [~|Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

Q^one •State fjFederal |~tndependent

1. Is an Index Syste'm'Used? (If yes, explain briefly and describe any
irdware/software.) PHYes [QWo

18. Recommended Retention

Retain for three years, then destroy unless of historical
value. Retain historical information permanently and
transfer periodically to State Archives.

). Name ana Title of Preparer

Thomas W. Carter, Clerk-Treasurer
20. Telephone number

301-657-3211
21. Date



struct!ons - Type or Print a separate form for
ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE S OF / £

3. Unit

EFINITION - RECORD SERIES - A grouo of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Deeds/Agreements
5. Earliest Year/Latest Year

/^/to tub

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Deeds of property and agreements between the Town and individuals/entities.

Record Series Format(s)

f^Xetter Size f j Microfilm

[yf Legal Size Q Computer Tape

• Bound Book f j Floppy Disk

• Audio Tape Q Video Tape

• Other (specify)

8. Record Series Sequence

Q] Alphabetical

Q Numerical

Q Chronological

Q'Ueographical

• Other (specify)

9. Volume

«3O <uc, ft*
Number

File Drawer(s) ^/

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

,00% Cu. ft-
Number

File Drawer(s) [ v /

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily • Weekly ^Monthly

12. File Becomes Inactive After

5 • Month(s) (rear(s)
Number

5. Current Location(s) (Bldg., Floor, Room)

70tw /Ha//
14. Is Record Series Duplicated Elsewhere? DVes

(If yes, specify agency or office)

5. Access Restrictions | |Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
[^None [~| State QFederal |~~tndependent

J. Is an Index System Used? (If yes, explayi briefly and describe any
irdware/software.) Q Y e s [u|Wo

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name and Title of Preparer

Thomas W. Garter, Clerk-Treasurer
20. Telephone number

301-657-3211
21. Date



ructions - Type or Print a separate form for
i new or revised record series, forward with
ord Retention Schedule (DGS 550-1)

>epartment/Agency

Town of Somerset

DWAKTMK1NT Oh UKNtKAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE_̂ _OF / S

3. Unit

ÎNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

lecord Series title

Annexations
5. Earliest Year/Latest Year

tecord Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Annexation Petitions with supporting and background documents.

lecord Series Format(s)

Q] Letter Size f j Microfilm

[P[ Legal Size

Q Bound Book

• Audio Tape

Q Other (specify)

Q Computer Tape

Q Floppy Disk

Q Video Tape

8. Record Series Sequence

Q Alphabetical

Q Numerical

nT/Chronological

Q Geographical

• Other (specify)

9. Volume

Number
CM- ¥*•

File Drawer(s) tf

Microfilm Reel(s) D

Computer Tape(s) p

Other (specify) fj

10. Annual
Accumulation File Drawer(s) GT

\lO0O~f fil£,$\> MicrofilmReel(s) D

Number Computer Tape(s) D

Other (specify) fj

File is Used

• Daily • Weekly lonthly

12. File Becomes Inactive After

• Month(s) BYear(s)
Number

Current Location(s) (Bldg., Floor, Room)

Tacts*/ /iajJl

14. Is Record Series Duplicated Elsewhere? [~)Yes Q l ^ o
(If yes, specify agency or office)

Access Restrictions Q Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

0"None • State QFederal r~tndependent

Is an Index System Used? (if yes, explain" briefly;and describe any
Iware/software.jl (? [~JYes ' ' | J H o ;' - J

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

Name and Titffi of Preparer

Tiomas W.jiia^te^'Glerk7fFreasurer
20. ̂ Telephone number

301-657-3211
21. Date



structions - Type or Print a separate form for
ch new or revised record series, forward with
jcord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE_2_OF *5

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Deannexations
5. Earliest Year/Latest Year

/fly ID /9&t
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Deannexations Petitions with supporting and background documents.

Record Series Format(s)

Q^Letter Size [ ] Microfilm

Q'Legal Size Q Computer Tape

• Bound Book [ J Floppy Disk

f j Audio Tape Q Video Tape

Q Other (specify)

8. Record Series Sequence

Q Alphabetical

[~~1 Numerical

[^Chronological

f j Geographical

• Other (specify)

9. Volume

, tH ,-LU 4-v
Number

File Drawer(s) {/

Microfilm Reel(s) [

Computer Tape(s) rj

Other (specify) fj

10. Annual
Accumulation File Drawer(s) D /

,flfi& £ M w •£•* » Microfilm Reel(s) C

Number Computer Tape(s) [

Other (specify) [

. File is Used

• Daily • Weekly ^Monthly

12. File Becomes Inactive After

Jy D Month(s) fear(s)
Number

i. Current Location(s) (Bldg., Floor, Room)

Wujn; /fa//

14. Is Record Series Duplicated Elsewhere? f~|Ye
(If yes, specify agency or office)

i. Access Restrictions | |Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
IP^one • State •Federal Qndependent

'. Is an Index System-:Used?; (If yes, explainrbriefly and describe any
irdware/software.) '"''£_]Yes'•: ,, Q N o ' ' :" 3

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

•. Name and Titlesof Rrepare£

Thomas VksQafter, Cierk-Tfeasurer i
20. Telephone number

301-657-3211
21. Date



structions - Tvpe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency
Town of Somerset

UtFAKlMtN 1 Oh UtNhKAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794
2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE O OF / ^

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
Record Series title

Legislation
5. Earliest Year/Latest Year

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Charter, charter amendments, ordinances and resolutions adopted by the Council with supporting and
background documents, if any.

Record Series Format(s)

H^Letter Size • Microfilm

Q Legal Size [ J Computer Tape

Q Bound Book Q Floppy Disk

Q Audio Tape Q Video Tape

Q Other (specify)

8. Record Series Sequence

Q Alphabetical

\~] Numerical

[^Chronological

Q Geographical

Q Other (specify)

9. Volume

Number

File Drawer(s) \y/

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

• 0 / e^.ft.
Number

File Drawees) ^/

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily 0WeWeekly QMonthly

12. File Becomes Inactive After

•'.-'• '' I ' . O Month(s)
Number , .- .

®YL ear(s)

). Current Location(s) (Bldg., Floor, Room)

low /i&//
14. Is Record Series Duplicated Elsewhere? QYes H ^ o '

(If yes, specify agency or office)

5. Access Restrictions QYes futm)
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
(2^one • State •Federal Independent

7. Is an Index System Used?' (If yes, explaytbnefly and; describe any
irdware/softwaije.) |~]Yes fyjWos '''•'* '

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

) . N a m e a n d * T i t l f c « o f , P r e g a r e f ; " 3 - ^

Thomas W. Carter, Clefk^Treasuref
•20. Telephone number

301-657-3211
21. Date



structions - Tvpe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DtPAK 1 MtN 1 Oh UtNbKAL SHR V ICfcS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE _£_ OF /S
3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

Record Series title

Town Code and Amendments
5. Earliest Year/Latest Year

//iff » not*
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

The Code, with amendments, contains the current local laws of the Town.

Record Series Format(s)

[^Letter Size Q Microfilm

Q Legal Size Q Computer Tape

• Bound Book • Floppy Disk

• Audio Tape • Video Tape

["I Other (specify)

8. Record Series Sequence

• Alphabetical

Q Numerical

£ ] Chronological

Q Geographical

[gather (specify) $H h) f cA"

9. Volume

^ File Drawer(s) [ \S

' ' * a » "H> MicrofilmReel(s) [

Computer Tape(s) [

Other (specify) [

Number

10. Annual
Accumulation File Drawer(s) l/

, &)% g,|< , -P+- Microfilm Reel(s) [

Number Computer Tape(s) [

Other (specify) [

I. File is Used

Qfjaily • Weekly •Monthly

12. File Becomes Inactive After

• Month(s) ]Year(s)
Number

J. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? |"~|Yes WfSo
(If yes, specify agency or office)

5. Access Restrictions [~|Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
0*None • State QFederal [^dependent

1. Is an Index System Used? (If yes, explain^briefly and describe any
irdware/software.) QYes ["̂ JWo '

18. Recommended Retenti on

Permanent. Transfer periodically to the State Archives.

). Name and-Title.of Preparer

Thomas W. Carter, Clerk-Treasurer
* • • • • • • • • • •> • , . . , . - „ J

20. Telephone number

301-657-3211
21. Date



structions - Tvpe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DbFAKlMfcN 1 Uh UKMEKAL JSfcKVlCtSS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE / ^ O F / ^

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Legal Opinions and Litigation.
5. Earliest Year/Latest Year

/ff5*to 1VQ(t

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Written opinions rendered by the Town Attorney at the request of the mayor and litigations cases involving the
Town.

Record Series Format(s)

©'Letter Size • Microfilm

£2 Legal Size Q Computer Tape

• Bound Book • Floppy Disk

Q Audio Tape Q Video Tape

Q Other (specify)

8. Record Series Sequence

Q Alphabetical

Q Numerical

[^Chronological

L~] Geographical

[TJ'bther (specify) S U g xTtT ̂ - T

9. Volume

Number

File Drawer(s) [ •

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

Number

File Drawer(s) \y

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily • Weekly ©Monthly

12. File Becomes Inactive After

I D Month(s)
Number

HvCaear(s)

i. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? |~~|Yes fflWo
(If yes, specify agency or office)

5. Access Restrictions | |Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
B'None • State (^Federal ("Tndependent

1. Is an Index System Used? (If yes, explain briefly and describe any
irdware/software.) Q]Yes f^ffo ;

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name an,d Title of Preparer ,,:/

Thomas W. Carter, Clerk-Treasurer-
20. Telephone number

301-657-3211
21. Date



structions - Tvpe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT Oh UENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE_^ /_OF S^>

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Town Publications
5. Earliest Year/Latest Year

/ if6 to VQCH*

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Town Journal, handbook, directories and various notices to the press and general public regarding current
events.

Record Series Format(s)

0nLetter Size f j Microfilm

0Lega l Size f j Computer Tape

[5j Bound Book f j Floppy Disk

• Audio Tape Q Video Tape

• Other (specify)

8. Record Series Sequence

Q Alphabetical

f j Numerical

0uhronological

f j Geographical

• Other (specify)

9. Volume

Number

File Drawer(s) [

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

y

10. Annual
Accumulation

. /H *•
Number

File Drawer(s) $/

•f-f, Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

•fDaDaily • Weekly QMonthly

12. File Becomes Inactive After

/
Number

• Month(s) E£ear(s)

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? O ^
(If yes, specify agency or office)

5. Access Restrictions [~~|Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
Q»^one f~l State [^Federal | independent

1. Is an Index System Used? (If yes, explair^briefly and describe any
irdware/software.) Q ^ e s FCH ô

18. Recommended Retention

Screen annually and destroy the material that is no longe
needed for historical purposes. Retain historical
information permanently and transfer periodically to
State Archives.

). Name and Title of Preparer ' - . ''••'*•'

Thomas W. Carter, Clerk-Treasuref
i 20. Telephone number

301-657-3211
21. Date



structions - Type or Print a separate form for
ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE /£ OF /^>

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Building Permits
5. Earliest Year/Latest Year

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Plans for residents and Town facilities.

Record Series Format(s)

[Q^Letter Size • Microfilm

• Legal Size

• Bound Book

• Audio Tape

©'Other (specify)

• Computer Tape

• Floppy Disk

• Video Tape

31* t. / W / x
a n> c( 13k, /j/»j PMAK

8. Record Series Sequence

|~] Alphabetical

[~| Numerical

• Chronological

rfl^reographical

• Other (specify)

9. Volume

Number

10. Annual
Accumulation

Number

File Drawer(s) l/

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

File Drawer(s) \</

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

QTJaily • Weekly •Monthly

12. File Becomes Inactive After

/
Number

• Month(s) rear(s)

i. Current Location(s) (Bldg., Floor, Room)

7i OUA/ //a//
14. Is Record Series Duplicated Elsewhere? | |Yes

(If yes, specify agency or office)

5. Access Restrictions QDYes Q ^ o
Of yes, cite Law(s) & Regulations(s))

16. Audit Requirements
• S t a t evlone fjFederal |~|ndependent

1. Is an Index System Used? (If yes, explairi briefly and describe any
irdware/software.) j •Yes

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer
20. Telephone number

301-657-3211
21. Date



structions - TvDe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

UKHAKlMbM Oh lifcNfcKAJL SiiKVlL'tS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE A ? OF / - ^

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Requests for Quotations/Invitations to Bid
5. Earliest Year/Latest Year

//#to_^4

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

This series contains the bid specifications, drawings, advertisements and other associated documents.

Record Series Format(s)

[^Letter Size

• Legal Size

• Bound Book

• Audio Tape

• Other (specify).

• Microfilm

• Computer Tape

• Floppy Disk

• Video Tape

8. Record Series Sequence

• Alphabetical

• Numerical

• Chronological

• Geographical

Qt)ther (specify) <uM^e.c^f

9. Volume

. 7fe cut f*-
Number

File Drawer(s) [\X

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

t OS tn . £f.
Number

File Drawer(s) [ v ^

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

1. File is Used

• Daily •Weekly [onthly

12. File Becomes Inactive After

5 • Month(s)
Number

QYeaiear(s)

5. Current Location(s) (Bldg., Floor, Room)

jOUStf //&//

14. Is Record Series Duplicated Elsewhere? |~|Yes \QNo
(If yes, specify agency or office)

5. Access Restrictions Q Y e s @No
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
fpj^one •State •Federal (independent

1. Is an Index System Used? (If yes, .explajpjbriefiy and describe any
irdware/software.) p~|Yes

18. Recommended Retention

Retain in office for five years after contract completion
or until audit requirements have been met, then destroy.

). Name and Title of Preparer

Thomas W.,Carter, Clerk-Treasurer
,20. Telephone number

301-657-3211
21. Date



structions - TvDe or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DEPARTMENT Oh UKMbKAL SBKVKJtiS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE / j OF '>

3. Unit

EFTNITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Insurance (Property, Vehicle and Health)
5. Earliest Year/Latest Year

/ to Z £ 2 ^

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Documentation and correspondence relating to insurance for property, vehicles and health coverage.

Record Series Format(s)

H^Letter Size • Microfilm

Q Legal Size Q Computer Tape

• Bound Book [ ] Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

Q Alphabetical

f j Numerical

IkjfChronological

f j Geographical

• Other (specify)

9. Volume

Number

File Drawer(s) l/~

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

Number

File Drawer(s) [jX

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily BWeeekly •Monthly

12. File Becomes Inactive After

/ • Month(s) Btfeaear(s)
Number

5. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? | [Yes
(If yes, specify agency or office)

5. Access Restrictions Q Y e s 0 N o
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

@*None • State (^Federal [""Independent

1. Is an Index.System Used?.(If yes, explain briefly and describe any
u-dwarejfsoffware.) ' 'QJYes- ' PRNo '

18. Recommended Retention

Screen annually and destroy material having no further
legal, administrative, fiscal or operational value.

) . Name and Title of Preparer

Thomas" W. Carter, Clerk-Treasurer
;. 20. Telephone number

301-657-3211
21. Date



structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

Department/Agency

Town of Somerset

DtSKAKlMKM Uh UfcNtSKAL SliKVlUiS
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275

JESSUP, MARYLAND 20794

2. Division

Administration

AGENCY RECORDS INVENTORY

PAGE '*> OF '•*

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Insurance (Workers1 Compensation)
5. Earliest Year/Latest Year

/ f7f to i&Glf
Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Workers' compensation Claims: contains incident reports, correspondence, medical reports, invoices and
medical authorization forms.

See attached list of files.

Record Series Format(s)

Q^Letter Size • Microfilm

Q Legal Size fj] Computer Tape

Q Bound Book Q Floppy Disk

Q Audio Tape Q Video Tape

["I Other (specify)

8. Record Series Sequence

Q Alphabetical

Q Numerical

[^Chronological

Q Geographical

• Other (specify)

9. Volume

Number

File Drawer(s) [\X"

Microfilm Reel(s) [

Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation File Drawer(s) %/

H I *A J ^"f Microfilm Reel(s) [

Number Computer Tape(s) [

Other (specify) [

I. File is Used

• Daily • Weekly lonthly

12. File Becomes Inactive After

Month(s) featfs)
Number

5. Current Location(s) (Bldg., Floor, Room)

Tow #<*//
14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)
•Yes [jNo

5. Access Restrictions | |Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
Q^None Q State fJ]Federa] ["independent

L Is an'fndex System Used? (If yes, explairybriefly and describe any
irdwafe/software.) [Ji^es G3^°

18. Recommended Retention

Retain until termination plus three years, then destroy.

) . N a m e and Ti t le of P r e p a r e r , - "•'"''

Thomas W. Carter, Clerk-Treasurer
20. Telephone number

301-657-3211
21. Date


